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. tion change, file clerks also implement changes to the filing system
File Clerks established by supervisory personnel.
(O*NET 55321) When records are requested, file clerks locate them and giv_e the_m
to the borrower. The record may be a sheet of paper stored in afile
cabinet or an image on microform. In the first example, the clerk
Natureof theWork ) o ) manually retrieves the document and hands or forwards it to the
The amount of information generated by organizations continues tohorrower. In the latter example, the clerk retrieves the microform
grow rapidly. File clerks classify, store, retrieve, and update this infor- and displays it on a microform reader. If necessary, file clerks make
mation. In many small offices, they often have additional responsibili- copies of records and distribute them. In addition, they keep track
ties, such as data entry, word processing, sorting mail, and operatingf materials removed from the files to ensure that borrowed files are
copying or fax machines. They are employed across the Nation byetyrned.
organizations of all types. _ _ Increasingly, file clerks use computerized filing and retrieval sys-
File clerks, also called records, information, or record center clerks,tems. These systems use a variety of storage devices, such as a
examine incoming material and code it numerically, alphabetically, or ;zinframe computer, magnetic tape, CD-ROM, or floppy disk. To
by subject matter. They then store forms, letters, receipts, or reyetrieve a document in these systems, the clerk enters the document’s
ports in paper form or enter necessary information into other storagggentification code, obtains the location, and pulls the document.
deViceS. Some ClerkS Operate mechanized fi|eS that I’Otat_e to bl’ing thﬂccessing fi|es in a Computer database is much quicker than |Ocating
needed records to them; others convert (_10cume_nts to films that argng physically retrieving paper files. Even when files are stored
then stored on microforms, such as microfilm or microfiche. Agrow- g|ectronically, however, backup paper or electronic copies usually
ing number of file clerks use imaging systems that scan paper files ogre also kept.
film and store the material on optical disks.
In order for records to be useful they must be up-to-date and

accurate. File clerks ensure that new information is added to the fileEMPIoyment o ) )
in a timely manner and may get rid of outdated file materials or File clerks held about 272,000 jobs in 1998. Although file clerk jobs are

transfer them to inactive storage. They also check files at regulafound in nearly every sector of the economy, about 90 percent of these
intervals to make sure that all items are correctly sequenced and/Orkers are employed in services, government, finance, insurance, and
placed. Whenever records cannot be found, the file clerk attempts t6€@l estate. More than 1 out of every 4 is employed in temporary
locate the missing material. As an organization’s needs for informa-Services firms, and about 1 out of 3 worked part time in 1998.

Job Outlook

Employment of file clerks is expected to grow about as fast as the
average for all occupations through 2008. Projected job growth
stems from rising demand for file clerks to record and retrieve infor-
mation in organizations across the economy. This growth will be
moderated, however, by productivity gains stemming from office
automation and the consolidation of clerical jobs. Nonetheless, job
opportunities for file clerks should be plentiful because a large num-
ber of workers will be needed to replace workers who leave the
occupation each year. High turnover among file clerks reflects the
lack of formal training requirements, limited advancement potential,
and relatively low pay.

Jobseekers who have typing and other secretarial skills and are fa-
miliar with a wide range of office machines, especially personal com-
puters, should have the best job opportunities. File clerks should find
many opportunities for temporary or part-time work, especially during
peak business periods.

Information on working conditions, training requirements, and earn-
ings appears in the introduction to records processing occupations.

Human Resources Clerks, Except Payroll
and Timekeeping

(O*NET 55314)

Natureof theWork

Human resources clerks maintain the personnel records of an
organization’s employees. These records include information such as
name, address, job title, and earnings, benefits such as health and life
insurance, and tax withholding. On a daily basis, these clerks record
and answer questions about employee absences and supervisory re-
ports on job performance. When an employee receives a promotion or
switches health insurance plans, the human resources clerk updates the
appropriate form. Human resources clerks may also prepare reports for
managers elsewhere within the organization. For example, they might

Many file clerks are employed by temporary help firms. compile a list of employees eligible for an award.




